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STATE OF CALIFORNIA 
CALIFORNIA DEPARTMENT OF TECHNOLOGY 

DUTY STATEMENT                                         PROPOSED  
TECH 052 (REV. 02/2018) 

RPA NUMBER (HR USE ONLY) 

 21-056 

ALERT: This form is mandatory for all Requests for Personnel Action (RPA). 

INSTRUCTIONS: Before completing this form, read the instructions located on last page.  

Section A:  Position Profile 
A. DATE B. APPOINTMENT EFFECTIVE DATE C. INCUMBENT NAME 

 7/15/2021      
D. CIVIL SERVICE CLASSIFICATION E. POSITION WORKING TITLE 

 Information Technology Specialist I Search and Analytics Specialist 
F. CURRENT POSITION NUMBER G. PROPOSED POSITION NUMBER (Last three (3) digits assigned by HR) 

 695-543-1402-001 
H. OFFICE / SECTION / UNIT / PHYSICAL LOCATION OF POSITION I. SUPERVISOR NAME AND CLASSIFICATION 

Office of Enterprise Technology/ Web Services/ Web 
Consulting - Rancho Cordova   

Koji Kumpulainien, Information Technology Manager I  

J. WORK DAYS / WORK HOURS / WORK SHIFT (DAY, SWING, GRAVE) K. POSITION 
REQUIRES:  

FINGERPRINT BACKGROUND CHECK  YES    NO 

MONDAY-FRIDAY / 8:00AM – 5:00PM / DAY  DRIVING AN AUTOMOBILE  YES    NO 

Section B:  Position Functions and Duties 
Identify the major functions and associated duties, and the percentage of time spent annually on each (list higher percentages first).  

 Information Technology Domains (Select all domains applicable to the incumbent’s duties/tasks.) 

 Business Technology Management 

 Information Security Engineering 

 IT Project Management 

 Software Engineering 

 Client Services  

 System Engineering 

 Organizational Setting and Major Functions 
 The California Department of Technology (CDT) is focused on improving how state government 

develops and implements innovative solutions to meet the public’s evolving needs, enrich customer 
experiences, and improve critical technological applications. CDT’s Office of Enterprise Technology 
(OET) plays a critical role to enhance digital government and build a California that works for all 
Californians. We do this by providing foundational platforms and technology (such as GIS/Open 
Data, Web Portals, Software Engineering and Open Source code curation) for organizations to 
provide innovative digital services. 
 
Under the direction of the Information Technology Manager I (IT Mgr I) over the Web Consulting 
program, the Information Technology Specialist I (IT Spec I) serves as a Search and Analytics 
specialist and is responsible for providing insights and analytics driving mission critical product and 
service decisions. The IT Spec I will create opportunities to use search and analytics data to uncover 
actionable insights and make recommendations that influence organizational strategy. The IT Spec I 
works alongside digital and web professionals, and with leaders and stakeholders across all of state 
government to make sure analytics are used to put people first, inform better design decisions, and 
adapt and improve services over time.  
 

 Essential Functions (Percentages shall be in increments of 5, and should be no less than 5%.) 
% of time 

performing duties 

 

35% 

 

 

 

 

 

 

35% 

 

 

 

 

 

 

 

Statewide search and analytics administration 
 
Setup and maintain statewide analytics for departments and programs: 

• Setup search and analytics accounts for most ca.gov websites and verify code installations 

• Manage user permissions and troubleshoot statewide account issues 

• Create and modify views and filters 

 

Data insights 
Perform high-level search and analytics review of statewide digital products, and verify search and 
analytics strategy adheres to user research best practices and ethical data use standards.  

• Provide analysis and reports that help better understand users and improve product 
performance  

• Advise on search engine optimization (SEO) 

• Create and share dashboards 
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25% 

 

 
 

• Assist users in creating custom reports 

• Configure data collection, custom dimensions, and event tracking 

• Assist in, or conduct usability studies 

• Setup and track custom campaigns as needed 

 
  

Web consulting  
Provide support on a variety of Web Consulting services and software, which includes:  

• Perform onboarding tasks like conducting site assessments and creating a Statement of 
Work. 

• Troubleshooting incidents of both web publishing and statewide search and analytics. 

• Project assignments 

• Documenting user stories and journeys  

• Advising on content design, user experience, accessibility, or front-end development. 

• Communication and coordination with partner agencies, and other CA Department of 
Technology (CDT) team members.  

• Developing and conducting test plans 
 

 

 Marginal Functions (Percentages shall be in increments of 5, and should be no more 
than 5%.) 

5% Other related duties as required. 

 
 

 Work Environment Requirements 

 • May be required to carry a cell phone. 

• May be required to work outside of normal work schedule. 

• Travel to internal and external customer locations for meetings is required. 

• During state emergencies or activation by the California Office of Emergency Services, 
incumbents may be asked to work extended hours, 12-hour shifts, and/or off site and 
occasionally out-o- town. 
 

  

 Allocation Factors (Complete each of the following factors.)  
 Supervision Received: 

The IT Specialist I receives direction from the IT Manager I. It is expected that the IT Spec I 
interpret directions and coordinate, organize, plan, provide direction to staff, and facilitate the 
implementation of directions, projects and assignments. 
 
Actions and Consequences: 
The IT Spec I should have a thorough understanding of the responsibilities and duties of this 
position, and a broad understanding of the mission and goals of the OET. Poor decisions, 
judgments, and recommendations in the areas above could result in dissatisfaction of partners 
and the inability for products to function. 

 

Personal Contacts: 
The IT Spec I has regular contact with various California departments, agencies and their 
executive leadership and project staff, the California Government Operations Agency, CDT 
executives, leadership and project staff, and consultants.  The IT Spec I may have contact with 
the Governor’s Office, control agencies, business consultants, and vendors in the 
communication of program strategies, direction, and project changes. 

 

Administrative and Supervisory Responsibilities: (Indicate “None” if this is a non-supervisory position.) 
None 

 

Supervision Exercised: 
This level does not supervise but may lead. The IT Spec I has defined responsibility and 
authority for decision-making related to projects or in an advisory function.  
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 Other Information 
    

 Desirable Qualifications: (List in order of importance.) 

 The IT Spec I should have a multi-disciplinary background with working level skills and experience in 

the discipline of digital web, with an emphasis on user research, data science, or a similar practice. 

The candidate should possess the following skills/abilities in order to perform the essential functions 

of the position: 

• Background in user experience, user research, data science, or data analytics. 

• Excellent analytical, strategic planning, and execution skills. 

• Excellent communication skills, including the ability to explain complex quantitative and 
qualitative data concepts in plain language.  

• Knowledge of data and analytics tools such as:  
o Adobe analytics 
o FullStory 
o Google Analytics / Tag Manager / Search Console 
o HotJar 
o Sitemaps and robots.txt 
o Plugins and APIs 
o Broken link checkers 

• Understanding of:  
o How people use the web (user behavior) 
o Current and emerging technologies 
o How organizations use data to drive digital decisions 
o Ethics of data collection 
o Impacts of website redesigns on SEO, and best practices to avoid problems 

(consistent use of URLs, redirects, etc.) 

• Experience with human or user-centered design practices like design thinking or design 
sprints. 

• Ability to manage multiple priorities simultaneously, each with specific deadlines. 

• Familiarity with data modeling, data integration, APIs, business intelligence, and SQL.  
   

INCUMBENT STATEMENT: I have discussed the duties of this position with my supervisor and have received a copy of the 
duty statement.  
INCUMBENT NAME (PRINT) INCUMBENT SIGNATURE DATE 

       

SUPERVISOR STATEMENT: I have discussed the duties of this position with the incumbent.  

SUPERVISOR NAME (PRINT) SUPERVISOR SIGNATURE DATE 

Koji Kumpulainien     
 

 
 


